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Hard  to  believe  that  another  year  has  come  and 
gone.    With  the  new  year  just  around  the  cor- 
ner, I  can  assure  you  that  News  &  Views  will 
keep  abreast  of  our  changing  times.    We  will  try 
to  incorporate  more  articles  on  the  activities 
and  projects  which  face  ISD  as  well  as  state 
agencies.    This  newsletter  will  continue  to  pro- 
vide fresh  and  interesting  articles.    With  your 
input  this  can  be  achieved. 


Agency  Spotlight 


Livestock  Brands  System 
Brand  Images  Project 

The  Department  of  Livestock  is  pleased  to  have 
this  opportunity  to  participate  in  the  Agency 
Spotlight  section  of  "News  &  Views." 

The  Livestock  Brands  System  provides  for  the 
automated  capture,  maintenance,  and  retrieval 
of  information  on  all  brand  owners  and  re- 
corded brands  in  the  state  of  Montana.    This 
system  was  initially  implemented  in  late  1980. 
The  Brand  Images  Project  was  undertaken  in 
the  middle  of  1989  to  enhance  the  existing  sys- 
tem.   Its  objectives  were  to  create  and  store 
each  of  the  26,000+  unique  brands,  to  print 
these  brand  images  on  various  documents  using 
Admin's  laser  printer,  and  to  display  them  on 
CICS  retrieval  screens.    Due  to  time  and  soft- 
ware constraints,  the  initial  stage  of  the  project 
focused  on  printing  the  brands.    Both  IBM  and 
ISD  were  helpful  in  getting  the  project  off  the 
ground. 

Livestock  producers  are  required  to  rerecord 
their  brands  once  every  ten  years.    Calendar 


year  1991  is  a  rerecord  year.    Part  of  this  pro- 
cess involves  mailing  a  notice  to  each  of  the 
over  63,000  registered  brand  owners.  (Each 
brand  may  be  recorded  in  different  locations  on 
the  animal  by  different  producers.)    Brand  cer- 
tificates are  mailed  back  to  the  producers  who 
rerecord.    A  drawing  of  the  actual  brand  must 
appear  on  both  of  these  documents. 

At  the  beginning  of  the  project,  the  option  of 
either  scanning  or  drawing  the  brands  was  con- 
sidered.   The  amount  of  disk  space  required, 
cost  to  upload,  and  quality  and  consistency  of 
scanned  images  made  drawing  the  brands  the 
more  feasible  alternative. 

Templates  representing  the  various  positions  in 
which  a  brand  character  may  appear  (lazy,  in- 
verted, reverse,  monogram,  etc.)  were  built  from 
CorelDRAW  fonts.    In  early  1990,  livestock 
personnel  began  to  construct  the  brands  on  a 
PC  using  these  templates.    Each  brand  was 
saved  as  a  PIF  file.    The  PIF  files  were  up- 
loaded from  the  PC  to  the  Department  of  Ad- 
ministration's mainframe  via  3270  emulation. 

The  mainframe  graphics  package  that  was  used 
is  IBM's  Graphical  Data  Display  Manager  (GD- 
DM).    GDDM  required  the  PIF  files  to  be 
converted  to  ADMGDF  format  for  display  and 
printing.    (NOTE:  GDDM  handles  scanned  im- 
ages in  a  different  format.) 

GDDM  converts  the  ADMGDF  format  to  a 
printable  format  each  time  the  brand  is  printed. 
Given  the  volume  of  this  application,  it  was 
more  economical  to  print  from  a  page  segment 
library.    This  required  a  one-time  conversion  of 
the  brands  from  ADMGDF  format  to  page 
segment  format. 

The  rerecord  notices  were  printed  and  mailed  in 
December  of  1990  and  the  processing  of  re- 
records  during  this  year  has  proceeded  smooth- 
ly.   Implementation  of  the  project  has  resulted 
in  tremendous  personnel  cost  savings  in  com- 
parison to  the  1981  rerecord.    It  has  also  al- 
lowed us  to  rerecord  the  brands  m  a  more 
timely  manner  for  the  livestock  producers. 

Perhaps  the  most  interesting  output  from  the 
project  is  the  brand  bible.  It  is  a  book  con- 
taining all  26,00O-(-  brand  images  in  'brand-a- 
betical'  order. 


The  next  stage  of  the  project  will  be  to  display 
the  brands  on  CICS  retrieval  screens.    This 
aspect  of  the  project  will  be  particularly  useful 
in  the  livestock  markets  where  verification  of 
ownership  is  required  on  all  animals  sold. 

If  you  would  like  more  information  about  our 
experiences  with  this  project,  please  call  Carol 
Robocker  or  Dan  Sidor  at  the  Department  of 
Livestock. 

-  Carol  Robocker  &  Dan  Sidor 


Benefits  of  COM 


Since  the  COM  (Computer  Output  Microfiche) 
unit  has  moved  to  their  new  location  in  the 
basement  of  the  Mitchell  building,  current 
COM  users  have  probably  noticed  the  conve- 
nience of  having  this  service  in  the  same  prox- 
imity as  the  computer  area.    This  has  meant 
faster  turnaround  time  and  the  immediate 
availability  of  assistance  from  the  COM  staff 
regarding  new  jobs,  set-ups,  changes  or  prob- 
lems with  your  program  or  microfiche. 

Those  of  you  who  are  not  COM  users  may  be 
interested  in  the  benefits  that  are  associated 
with  using  COM.    COM  is  a  4x6  inch  micro- 
fiche card  which  contains  269  computer  pages 
of  information  which  have  been  reduced  48 
times.    Each  card  is  also  individually  indexed 
and  has  an  eye-readable  title  for  easy  and  rapid 
retrieval  of  information. 

As  much  as  85  percent  of  the  cost  of  printing 
special  reports  can  be  saved  with  microfiche. 
The  savings  multiply  with  each  copy  made. 
Additional  paper  copies  cost  the  same  as  the 
original  but  duplicate  microfiche  only  costs  an 
additional  S.15  each. 

Printed  on  paper,  a  400-page  report  would 
weigh  over  4  pounds  and  cost  almost  S8  to 
mail.    Two  microfiches  with  the  same  amount 
of  information  can  be  mailed  with  a  single  first- 
class  postage  stamp. 

Information  retrieval  time  alone  is  cut  by  as 
much  as  65  percent  by  using  fiche.    Would  you 
rather  search  for  information  through  1000 
pages  of  paper  or  4  cards  of  microfiche? 
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Microfiche  reduces  storage  requirements 
by  98  percent. 

COM  is  also  good  for  documents  that 
need  to  be  saved  for  legal  purposes,  since 
microfiche  is  the  only  media  other  than 
original  paper  copy  that  is  considered 
legally  archival  and  will  hold  up  in  most 
courts  as  an  "original"  record.    Data  on 
microfiche  can't  be  altered  or  erased. 

COM  also  has  the  capability  of  printing 
your  reports  on  a  grid  overlay  so  you  can 
see  where  data  appears  in  columns  and 
rows  on  a  page.    This  may  be  beneficial 
to  programmers  who  desire  to  see  the 
layout  of  their  reports. 

For  further  information  or  assistance  on  what 
COM  can  do  for  you,  contact  Jan  or  Sylvia, 
ISD/COM  Services,  at  444-2558. 


Term  Contract  Status 


ber  and  use  the  eight  (8)  character  ACF!2  logon 
id  to  uniquely  identify  our  users. 

Several  changes  will  have  to  be  made  to  existing 
applications  to  accommodate  a  new  user  identi- 
fication system.    We  hope  to  be  able  to  incor- 
porate most  of  the  present  user  id  information 
and  allow  for  the  expansion  we  require.    Every 
effort  will  be  made  to  minimize  the  effect  on 
existing  Job  Control  as  possible. 

Users  with  applications  or  dependencies  on  the 
ISD  User  Numbering  System  are  encouraged  to 
contact  Jack  Slevin  at  444-2829  or  Joe  Beauso- 
leil  at  444-2879  with  their  concerns. 

Security  Officer  Changes 

Some  changes  have  been  made  with  the  security 
function  within  ISD.    Until  November  1st,  the 
backup  Security  Officer  functions  were  being 
provided  by  the  Application  Services  Bureau. 
Those  responsibilities  will  now  be  provided  by 
Mick  Plovanic  of  the  Central  Computer  Opera- 
tions Bureau. 


Micro  Term  Contracts 

Many  of  you  have  been  patiently  awaiting  re- 
vised Dell  and  Digital  price  lists,  reflecting  new 
products  and  revised  pricing.    The  projected 
publication  date  for  these  updates  is  December 
1991.    Revised  products  and  pricing  for  Com- 
puterland  are  also  in  the  works. 


Mainframe 


User  Identification  Numbers 

It  has  become  necessary  for  ISD  to  change  our 
user  identification  scheme.    Our  existing  user 
numbering  system  is  a  four  (4)  character  num- 
ber used  by  many  different  applications  to  com- 
municate such  things  as  billing  information, 
tape  listings,  ownership  of  data,  access  authori- 
zations, and  other  items.    A  study  is  being  con- 
ducted to  determine  what  effects  a  change 
might  have  and  a  better  way  to  identify  system 
users.    The  most  likely  change  would  be  to 
eliminate  the  old  four  (4)  character  user  num- 


With  the  most  recent  ISD  re-organization  a  new 
group  was  formed  within  the  Central  Computer 
Operations  Bureau,  that  is  the  Operations 
Methods  Section. 

Support  for  the  administration  of  the  ACF2 
security  software  and  responsibility  for  most 
other  security  related  functions  are  within  this 
new  section.    Richie  Bender  is  the  supervisor  of 
the  Operations  Methods  Section.    The  other 
members  of  this  section  are  Mick  Plovanic  and 
Jack  Slevin. 

Each  agency/department  has  assigned  individual 
Security  Officers  that  are  responsible  for  the 
day  to  day  security  functions  controlling  access 
to  that  agenc7's  computer  resources.    Security 
problems  or  questions  that  cannot  be  resolved 
by  the  individual  Agency  Security  Officers 
should  be  directed  to  either  Jack  Slevin  at  444- 
2829  or  Mick  Plovanic  at  444-2571. 
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Supersession  Main  Menu  Cleanup 

Attention  Supersession  Users: 

If  you  have  applications  that  are  displayed  on 
your  CL/SUPERSESSION  Main  Menu  that  you 
never  use,  please  delete  them  from  your  Super- 
session main  menu.    This  will  decrease  the  size 
of  Supersession  system  files  and  also  make  for  a 
clean  main  menu  for  you. 

Examples  of  applications  that  may  be  displaying 
on  vour  Supersession  Main  Menu  are 
AWITNESS,  BWITNESS,  CLCONFERENCE 
etc.    If  you  wish  to  delete  these  or  any  unused 
applications  from  your  main  menu,  do  the  fol- 
lowing: 

1.  Go  to  the  CL/Supersession  Main  Menu 

2.  Position  your  cursor  (by  using  your  tab 
key)  to  the  left  of  the  application  you 
wish  to  delete  from  your  main  menu. 

3.  Type  a  'd'  and  press  Enter. 

You  will  get  a  Supersession  message: 
CSOll  Session(s)  Deleted 

Deleting  sessions  from  your  Supersession  Main 
Menu  only  removes  the  session  from  displaying 
on  your  main  menu.    If  you  decide  later  on  that 
you  want  to  add  the  application  back  to  your 
main  menu,  do  the  following: 

1.  Position  your  cursor  (by  using  your  tab 
key)  to  the  left  of  the  application  where 
you  want  the  new  application  to  be 
added. 

2.  Type  an  'L'  and  press  Enter.    The  next 
screen  you  will  see  is  'Add  Sessions  to 
Selection  Menu'.    This  will  show  you  a 
list  of  the  applications  you  are  authorized 
to  access.    You  will  see  a  sentence  on 
this  screen  'Add  sessions  with  a  T  or  an 
action  code'     Use  your  F8  key  (Forward) 
to  find  the  application  you  wish  to  add  to 
your  menu.    Once  you  have  found  the 
application  you  want  to  add  to  your 
menu,  cursor  to  it  and  type  a  T  (slash) 
key  and  press  Enter. 

The  next  screen  you  will  see  is  'Action 
Codes'.    This  screen  gives  you  the  option 
of  adding  the  application: 


A  -  Add  after  the  current  sclectioa  (Add  appli- 
cation after  where  your  cursor  is  currently  posi- 
tioned on  your  main  menu.) 

B  -  Add  before  current  selection.  (Add  applica- 
tion before  the  application  where  your  cursor  is 
currently  positioned  on  your  main  menu). 

Questions  can  be  directed  to  Jane  Black  Eagle 
in  End  User  Computing  at  444-2742. 

-Tricia  O'Connor 
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Panlink  Software  Upgrade 

Release  3.2.C  of  the  Panlink  file  transfer  soft- 
ware IS  available  free  from  End  User  Comput- 
ing.   Anyone  who  has  switched  to  DOS  5.0  will 
need  this  new  software  in  order  for  Panlink  to 
work.    If  you  still  use  DOS  3.3  or  4.0,  your 
current  Panlink  software  (3.2.B)  will  continue  to 
function  properly  and  there  is  no  need  to  get 
the  new  Panlink  software.    To  obtain  a  copy  of 
Panlink  3.2.C,  or  if  you  have  any  questions,  call 
Jane  Black  Eagle  of  End  User  Computing  at 
444-2742. 
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Navigating  in  WordPerfect's  View 
Document 

When  you're  using  View  Document  (Shift+F7. 
6-Kiew  Document),  you  don't  have  to  exit  and 
reposition  your  cursor  to  see  specific  areas  of 
your  document.    While  viewing  at  100%  or 
200%,  try  the  following  quick  keystrokes  to 
move  around  in  View  Document: 

Ctri+Home,  Up  Arrow     Move  to  the  top  of  the 
page 

Ctri+Home,  Dwn  Arrow  Move  to  the  bottom  of 
the  page 
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Page  Up  (or  PgUp)  Move  to  the  previous 

page 

Page  Down  (or  PgDn)     Move  to  the  next  page 

Home,  Lefi/Rigfu  Arrow  Move  from  one  side  of 
the  page  to  the  other 

Home,  Up/Down  Arrow   Move  up/dowm  one 
screen. 

If  you  have  any  questions  concerning  WordPer- 
fect navigation,  please  call  Kyle  Wynn  of  End 
User  Computing  at  444-2859. 

Correction 

A  typo  occurred  in  last  month's  issue  in  the 
TECHTALK  article.    In  the  second  to  last  par- 
agraph the  sentence  should  read  "However,  only 
5.1  allows  you  to  reactivate  the  previous,  special 
keyboard  by  pressing  Ctri+6  again." 

Note  also  that  you  need  to  have  the  correct 
path  identified  to  use  the  MACROS  keyboard 
file.    Check  the  current  path  setting  by  selecting 
Setup  (Shift -I- Fl)  and  item  #7  -  "Location  of 
auxiliary  files."    Then  select  item  #3  - 
"Keyboard/Macro  Files"  to  see  if  you  are  using 
the  correct  macro/keyboard  path.    Your  local 
LAN  administrator  can  tell  you  the  location  of 
the  keyboard  files  and  the  correct  path  to  use. 


End  Notes 


ISD  Christmas  Party 

Friends  of  ISD,  you  are  invited  to  ISO's  annual 
Christmas  Party.    The  party  is  scheduled  for 
Friday,  December  13,  at  the  4-H  Community 
Center  on  York  Road.    This  year's  band  is 
Moonshine,  a  group  that  plays  middle-of-the- 
road  music  that's  "not  too  country  and  not  too 
hard  rock".    Watch  for  posters  announcing  exact 
times  and  ticket  information.    We  welcome  all 
our  agency  friends. 

Submit  Articles 

If  you  wish  to  submit  an  article  to  News  and 
Views  for  publication,  the  following  schedule 
provides  dates  that  articles  must  be  received  by 
in  order  to  be  included  in  the  issues  listed  be- 
low: 


February  Issue 
March  Issue 
April  Issue 
May  Issue 
June  Issue 


12/18/91 
01/22/92 
02/25/92 
03/23/92 
04/20/92 


ISD  Help  Desk  444-2973 

Have  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  you  information  processing 
needs,  be  it  voice  or  data?    The  central  point  is 
the  ISD  HELP  DESK. 


1000  copies  of  this  public  doctiment  were  printed  at  a  cost  of 
S300.00.    Distribution  costs  are  S  16.50. 
Editor:  Curt  Seeker 
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Training  Information 


AJl  classes  will  be  held  in  the  basement  of  the  Teachers  Retirement  Building  at  1500  6th  Ave.  unless 
another  location  is  specified.    There  is  a  limit  of  12  participants  per  paid  class  and  20  participants  per 
demonstration  (free)  class,  unless  otherwise  announced. 

To  enroll  in  a  class,  send  an  enrollment  application  to  the  Department  of  Administration,  ISD  Help 
Desk,  Mitchell  Building,  Helena,  MT    59620.    If  you  have  questions  about  enrollment,  telephone  the 
Help  Desk,  444-2973.    Once  you  enroll  in  a  class,  by  mail  or  telephone  call,  the  full  fee  will  be  charged 
UNLESS  you  cancel  at  least  three  business  days  before  the  first  day  of  class. 


The  classes  available  and  their  costs  are  as  follows: 

Class  Name 

Introduction  to  TSO/SPF 
•Introduction  to  JCL  (Job  Control  Language) 
'Accelerated  Introduction  to  JCL 
*CICS  Command  Level  Programming 
'Introduction  to  IDMS 
•IDMS  ADS/Online 
•Introduction  to  Culprit 
•Subscripting  in  Culprit 
•Culprit  Programming  for  IDMS 
•Using  COMPAREX 
Novell  Network  Administration 
•Using  Novell  Network 
•PC  Memory  Management 
•Introduction  to  SAS:    Module  1 
Module  2 
Module  3 
Module  4 
Module  5 
Beginning  Microcomputer  Skills 
Fundamentals  of  DOS 
•Intermediate  DOS 

Considering  Windows  Installation  and  Use 
Windows  for  the  Technical  Support  Team 
Windows  for  the  End  User 
Introduction  to  WordPerfect  (5.0  or  5.1) 
Advanced  Features  of  WordPerfect  (5.0  or  5.1) 
•WordPerfect  Complex  Document  Design 
•WordPerfect  5.1  Tips  and  Tricks 
•Spreadsheet  Design  and  Documentation 
Introduction  to  Lotus  12-3  (Rel  2.2,  2.3  or  3.1) 
•Conversion  from  Rel.  2.2  to  2.3  of  Lotus  1-2-3 
Advanced  Lotus  1-2-3  (Rel.  2.2,  2.3  or  3.1) 
•Freelance 

•Lotus  1-2-3  Macros,  Release  2.2 
•Lotus  1-2-3  Database  Features 
•Introduction  to  PFS:Professional  File,  Ver.  2.0 


Cost 

S  75.00 

300.00 

75.00 

575.00 

480.00 

480.00 

225.00 

FREE 

150.00 

37.50 

150.00 

37.50 

FREE 

18.75 

18.75 

187.50 

37.50 

37.50 

75.00 

75.00 

75.00 

FREE 

150.00 

75.00 

112.50 

112.50 

FREE 

FREE 

75.00 

150.00 

FREE 

150.00 

75.00 

150.00 

150.00 

75.00 


Length 
in  Days 

1 

4 

1 

5 

5 

5 

3 
'/* 

2 
Vi 

2 
Vi 
V* 
V* 

Va 

IVi 

Vi 

Vi 

1 

1 
1 

'/4 

2 
1 

l'/2 
l'/2 

n 
1 

2 

'/4 

2 
1 
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*Micro  Database  Concepts  and  Design 
•Introduction  to  R:Base  (Rel.  3.1) 
•Intermediate  R:Base  (Rel.  3.1) 
dBASE  Database  Design  and  Programming 

Module  2 
•State  Telephone  Training 


Module  1 


75.00 
187.50 
150.00 
150.00 
150.00 
FREE 


1 

Vh 
2 
2 
2 

'/4 


This  class  is  not  scheduled  during  the  time  covered  in  this  issue. 
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Training  Calendar 


Data  Network/Mainframe  Classes 

December  9 
January  16  and  17 

Microcomputer  Qasses 

December  2 
December  3 
December  4 
January  6 
January  27  and  28 
January  30 

Word  Processing  Qasses 

December  5,  December  6  am 
December  16,  December  17  am 
January  9,  January  10  am 
January  20,  January  21  am 

Spreadsheet  Classes 

December  10  and  11 
December  18  and  19 
January  13  and  14 
January  23  and  24 


Introduction  to  TSO/SPF 
Novell  Network  Administration*" 


Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 

Considering  Windows  Installation  and  Use 

Beginning  Microcomputer  Skills 

Windows  for  the  Technical  Support  Team*" 

Windows  for  the  End  User** 


Introduction  to  WordPerfect  5.0 
Advanced  Features  of  WordPerfect  5.1 
Introduction  to  WordPerfect  5.1 
Advanced  Features  of  WordPerfect  5.0 


Introduction  to  Lotus  1-2-3,  Rel.  2.3 
Introduction  to  Lotus  1-2-3,  Rel.  3.1 
Introduction  to  Lotus  1-2-3,  Rel.  2.3* 
Advanced  Lotus  1-2-3,  Rel.  2.3 


Database  Classes 

January  27  through  30 
Communication  Classes 

NONE 


dBase  Database  Design  and  Programming*' 


This  class  will  be  held  at  The  Computer  School,  not  in  the  Teachers'  Retirement  Training  Room. 
Tentative:    The  instructor  and/or  location  for  this  class  are  to  be  determined. 
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INTRODUCTION  TO  TSO/SPF:       presented  by  Jeff  Holm  of  the  Application  Services  Bureau 

DATE:  December  9,  1991 

TIME;  8:30  am  to  4:00  pm 

PREREQUISITE:  3270nd  (Interactive  Class  on  Terminal  Operation) 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

"Introduction  to  TSO/SPP  is  a  hands-on  workshop  about  using  computer  terminals  (or  PC  terminal 
emulators)  and  the  SPF  editor.    SPF  is  an  easy-to-learn,  menu-driven  system  used  to  enter  data  and 
programs  into  the  State's  mainframe  computer.    Entering  data,  changing  data  and  submitting  programs 
(jobs)  for  execution  are  covered  in  detail.    Also  covered  are  SPF's  utility  functions  and  the  tracking  of 
job  output. 

This  course  is  essential  for  state  government  personnel  using  terminals  or  PC's  linked  to  the  State's 
central  computer.    It  is  a  prerequisite  for  many  other  ISD  classes. 


NOVELL  NETWORK  ADMINISTRATION: 


presented  by  the  staff  of  The  Computer  School 


DATE:  January  16  and  17,  1992 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Microcomputer  systems  analysis,  network  or  DP  management  experience 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  network  system  administrators  and  network  programming  staff.    Topics 
covered  include: 

Novell  Netware  installation 
Network  security 
Directory  structure 
Drive  mappings 
Novell  commands 
Troubleshooting/problem  resolution 


Microcomputer  Classes 


BEGINNING  MICROCOMPUTER  SKILLS:      presented  by  the  staff  of  The  Computer  School 

DATES:  December  2,  1991 

January  6,  1992 
TIME:  8:15  am  to  4:30  pm 

PREREQUISITE:  None 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  will  give  participants  brief  hands-on  experience  with  microcomputers.    The  following  topics 
will  be  covered: 
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The  Machine 

The  Operating  System 

Word  Processing 


Spreadsheets  and  Graphics 
File  Management 
Communications 


Most  class  lime  will  be  spent  using  microcomputers  and  software.  This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.  This  class--or  its  equivalent-is 
a  prerequisite  for  our  other  microcomputer  courses. 


FUNDAMENTALS  OF  DOS: 


presented  by  the  staff  of  The  Computer  School 


DATE:  December  3,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Micro  Skills  and/or  3  months  micro  experience 

LOCATION:  Basement  of  the  Teachers  Retirement  BIdg.  at  1500  6th  Ave. 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 


What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Set-up  files  such  as  CONFIG.SYS 

Internal  DOS  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their  variations 

External  commands  -  FORMAT,  SYS,  DISKCOPY,  CHKDSK,  MODE 

Interpreting  batch  files 

Backup  procedures 


WINDOWS  -  PURCHASE,  INSTALLATION  AND  USE  CONSIDERATIONS:       presented  by  the 

staff  of  the 
Application  Services 
Bureau 


DATE:  December  4,  1991 

TIME:  10:00  am  to  12:00  noon 

PREREQUISITE:  Microcomputer  DP  management  experience  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  free  class  is  designed  for  persons  who  are  considering  whether  to  purchase  Windows, 
discussion  will  include  the  following: 


Windows'  memory  management  features 
Available  software 
Hardware  requirements 
Installation  considerations 
Training  needs 


The 
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WINDOWS  FOR  THE  TECHNICAL  SUPPORT  TEAM: 


presented  by  the  staff  of  The  Computer 
School 


DATE:  January  27  and  28,  1992 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE;  Microcomputer  systems  analysis,  network  or  DP  management  experience 

LOCATION:  Basement  of  the  Teachers  Retirement  Bidg.  at  1500  6th  Ave. 

This  course  is  designed  for  system  administrators  and  system  support  staff  who  will  be  responsible  for 
installing  and  maintaining  Windows.    Topics  covered  include: 

Windows  operating  modes 

System  memory,  resources  and  Windows  architecture 

Windows  installation  -  network  and  standalone 

Windows  initialization  files 

Installation  of  DOS  and  Windows  applications 

Optimization 

Troubleshooting/problem  resolution 


WINDOWS  FOR  THE  END  USER: 


presented  by  the  staff  of  The  Computer  School 


DATE:  January  30,  1992 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows 
makes  other  applications  easier  to  use  and  more  productive.    Topics  will  include: 

What  are  Windows  -  multi-tasking  and  task  switching 

Using  DOS  and  Windows  applications 

Screen,  window  and  menu  navigation 

Window  sizing  and  movement 

Printer  management 

File  management 

Customization 


This  course  will  not  include  training  for  system  administrators  and  programmers. 
Windows  installation,  maintenance  or  use  for  programming  and  documentation. 


It  will  not  cover 


Word  Processing  Classes 


INTRODUCTION  TO  WOEIDPERFECT  5.0: 


presented  by  the  staff  of  The  Computer  School 


DATE:  December  5  and  6,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  beginning  users  of  WordPerfect  5.0.    Experience  with  WordPerfect  4.2  is  not 
necessary.    Participants  will  go  through  the  fundamentals  of  creating,  printing,  and  editing  documents. 
The  class  will  cover  the  Setup  feature;  formatting  documents  as  they  are  created  and  after  creation;  and 
some  time  saving  features  such  as  spell  check,  merges,  block  functions  and  macros. 
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ADVANCED  FEATURES  OF  WORDPERFECT  5.0:       presented  by  staff  of  The  Computer  School 

DATE:  January  20  and  21.  1992 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
soning  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of  style  sheets  and 
master  documents,  keyboard  layout,  the  compose  function  and  graphics. 

INTRODUCTION  TO  WORDPERFECT  5.1:       presented  by  the  staff  of  The  Computer  School 

DATE:  January  9  and  10,  1992 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  The  Computer  School  at  34  N.  Last  Chance  Gulch 

This  class  is  designed  for  users  who  are  new  to  WordPerfect.    Experience  with  WordPerfect  5.0  is  not 
necessary.    Participants  will  go  through  the  fundamentals  of  creating,  editing  and  printing  documents. 
Some  advanced  features-spell  check,  block  functions  and  others-will  also  be  covered. 

NOTE:    This  course  is  being  offered  at  The  Computer  School,  NOT  at  the  Teachers  Retirement 
Building. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.1: 


presented  by  the  staff  of  The  Computer 
School 


DATE:  December  16  and  17,  1991 

TIMR-  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.1 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  geared  for  those  who  are  proficient  in  the  basics  of  WordPerfect  5.1.    Topics  include 
footnotes,  text  columns,  sorting,  style  sheets,  master  documents,  keyboard  layout,  graphics,  table  formats, 
merging  and  generation  of  labels. 


INTRODUCTION  TO  LOTUS  1-2-3.  RELEASE  23: 


presented  by  the  staff  of  The  Computer 
School 


DATE:  December  10  and  11,  1991 

January  13  and  14,  1992 
TIME;  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 
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This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  edit  and  print  spreadsheets  and 
to  aeate  graphics.    Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get) 
features  of  Release  2.3  such  as  enhanced  printing  of  spreadsheets  and  graphs. 


ADVANCED  FEATURES  OF  LOTUS  1-2-3,  RELEASE  23: 


presented  by  the  staff  of  The 
Computer  School 


DATE:  January  23  and  24,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  anyone  who  is  using  Lotus  1-2-3  to  create  spreadsheets  for  all  but  the 
simplest  applications.    It  consists  of  lecture,  hands-on  practice,  lab  work  and  a  question  and  answer 
period.    Advanced  features  include: 

File  linking  and  multiple  worksheet  consolidation 

The  @  functions 

Use  of  dates  and  times  within  1-2-3 

Hiding  and/or  protection  of  spreadsheet  ranges 

Advanced  global  settings 

Setting  sheets  and  improved  graph  appearance 

Advanced  WYSIWYG  (What  You  See  Is  What  You  Get)  features 

The  class  will  also  cover  demonstrations  of  Lotus  1-2-3's  database  and  Macro  functions  and  many  other 
features  not  included  in  Introduction  to  Lotus  1-2-3. 


INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  3.1:      presented  by  the  staff  of  The  Computer  School 

DATE:  December  18  and  19,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE;  Beginning  Microcomputer  Skills 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  3-dimensional  spreadsheets.    Additional 
topics  will  include  selected  graphic  features,  the  use  of  formulae  to  connect  spreadsheets,  multiple 
spreadsheets  within  a  single  file,  and  the  opening  of  multiple  files  at  the  same  time.    Students  will  learn 
about  new  WYSIWYG  (What  You  See  Is  What  You  Get)  features  of  Release  2.3  such  as  enhanced 
printing  of  spreadsheets  and  graphs. 
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Database  Classes 


INTRODUCTION  TO  dBASE  III+:       Instructor  to  be  announced 


DATE  & 
TIME: 

Input 

tion/'Reporting 

PREREQUISITE: 
LOCATION: 


January  27 
January  27 


8:30  am  to  noon 
1:00  to  4:30  pm 


January  28  8:30  am  to  4:30  pm 

Jan.  29  and  30   8:30  am  to  4:30  pm 
Beginning  Microcomputer  Skills 
To  Be  Announced 


Module  1,  Introduction  to  dBASE 
Module  2,  Database  Design  and 

Module  3,  Data  Manipula- 

Mtxlulc  4,  Proerammina  in  dBASE 


Modules  1  through  3  of  this  class  are  intended  for  beginning  dBASE  users.    They  cover  the  fundamen- 
tals of  dBASE  with  an  emphasis  on  constructing  relational  databases,  using  prompt  commands  and 
designing  simple  reports.    An  introduction  to  The  Assistant  will  be  included.    The  fourth  module  is 
intended  for  those  who  want  to  use  dBASE's  powerful  programming  capabilities.    It  will  deal  with  using 
dBASE  for  application  programming,  with  more  complex  database  design  and  reporting  systems. 


^Fa^.^  14  __ 


Dtxxmber  109F 


ISD  CLASS  ENROLLMENT  APPLICATION 

COMPLETE  THIS  APPLICATION  IN  FULL  AND 

RETURN  IT  TO  THE  INFORMATION  SERVICES  "HELP  DESK' 

PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Requested; 
Date  Offered: 


STUDENT  DATA 


Name: 


Soc  Sec  Nbr  (for  P/P/P) 

Agency  &  Division:  

Mailing  Address: 


Phone: 


How  have  you  met  the  required  prerequisites  for  this 
course?   Explain  giving  the  class (es)  taken,  tutorial(s) 
completed,  and/or  experience. 


BILLING  IN FORMAT I ON /AUTHORIZATION 


Are  you  an  ISD  subscribing  agency: 
ISD  Billing  Number  (5  digits) : 
Authorized  Signature: 


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATIONS  ARE  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  FOR  EACH  CLASS. 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
RM  25   MITCHELL  BLDG 
HELENA    MT   59620 


HAROLD    <^*^''"^^*'tlBRABY 
"^ONT.N.    f  ^;%Vo     SERVICES 


